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300 Comptroller. General (NCl-330-77-13). The Conptroller of
the Departnent of Defense (C, DoD) is the prlnCIpql st af f |
assistant to the secretary of Defense for programmng, budgetlng,
auditing, and fiscal functions. Unless otherw se indicated,
ermanent files described herein and retired to the WNRC W ||
econme available to the National Archives when 30 years ol d.

01 Reserved. (see 103, Common M ssion Files).

W

02 Reserved.

W

03 Principal Deputy Conptroller Program/Budget Fil es.

A

303-01 Conptroller Issues and Action Files. Docunents that
represent the cognizance of this office over all inportant
Comptrol | er issues on the programm ng systens, financial and
budget policy.

D sposition: Permanent. Retire to the WNRC when no longer
current.

303- 02 Plams and Systens (NC1-330-80-7).

1. Contains docunents that develop and establish financial
policy. Studies of the policy, recomended changes, and
directives.

_Disposition: a. Permanent. Retire policy docunents and
studies to the wNRc when cancel ed or superseded. b. Destroy
docunents with Program and/or Budget position on DoD directives
and instructions when no |onger needed for reference purposes.

2. Congressional Relations. Docunents devel opi ng DoD
actions and positions taken on congressional authorization and
appropriation actions; correspondence and docunentation
supporting DoD appeal s; documents on preparation for hearings,
proposed statenents, and proposed answers to anticipated
questi ons.

Disposition: a. Permanent. Retire to the WNRC when 3
years old. b. Reports published by congressional conmttees on
Comptroller-related DoD matters: Armed Services, budget
aﬁproprlatlons, or other regular or ad hoc commttees. Destro

en no |longer required for reference. c. Correspondence wit
Congress of routine, nonpolicy nature: Destroy when no |onger
needed for reference purposes.

- ,3  Budget Matters. Documents that establish budgetin%
principles, policies, systens, and procedures covering all budget
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formul ation, management, and execution processes within the DoD
and that maintain surveillance of the sane; econom c anal yses and

studi es concerning the budget inpact.

Disposition: Pernmanent. Econom ¢ anal yses and studies Of
budget input. Retire to the WNRC when 5 years old. Docunents on
policy matters, systens, and procedures. Retire to the WNRC when
cancelled or superseded for permanent retention.

4. NATO Financial Mtters. DoD financial reports to NATO

y Disposition: Permanent. Retire to the WNRC when 10 years
old .

303-03 Construction Files.

1.  Docunents that review, evaluate and recomend on all DoD
Conponent’ s Program Qbj ective Menoranda (poM), budget requests,
apportionnent requests, and budget execution plans for all
mlitary constructions, honeowners assistance, or family housing
apﬁropr|at|qns, and for the areas of national intelligence (or
ot her classified projects).

Disposition: Pernmanent. Retire to the WNRC when 3 years
old. Transfer to the National Archives when 20 years ol d.

2. Docunents that nonitor the execution of the budget for
military constructions, honeowners assistance, or family housing
aPpropr[at|onsh and for areas of national intelligence (or other
classified projects). Reports and studies that acconplish the
sane. Policy directives and procedures for the managenent of
t hese prograns.

Disposition: Permanent. Retire ﬁolicy_docunents_mhen
superseded or canceled. Transfer to the National Archives when
20 years ol d.

303-04 Qperations Files.

1.  Docunents that review, evaluate, and make
recomendati ons on the DoD Components’ POMs, budget requests,

apportionment requests, and budget execution plans for the annual
cost of operations of the DOD.

Disposition: Permanent. Retire to the WNRC when 3 years

ol d.

. 2. Documents which nonitor financial execution of the
Mlitary Personnel and the Qperation and Maintenance
appropriations.

D sposition: Retire to the wNRc when 3 years old. Destroy

300- 2




Al 15, Encl. 4

when 25 years ol d.
303-05 Program and Financial Control.

1. Analyses of current and projected financial and
quantitative data to ascertain financial requirements and
progress in terms of obligations and expenditure rates of DoD’s
appropriations and reports on significant trends.

v Disposition: Permanent. Retire to the WNRC when 3 years
old .

2, Prinar% uses of conputer systens and progranms
supporting - the budget ‘process. Computer reports, users manual s,
correspondence wth progranmng, and ADP support activities.

Disposition: Destroy 5 years after supersession.

3. Docunents that devel op and review the Future-Year
Def ense Program ( F¥DP) . Instructions that establish procedures
for its devel opment and input reports from Conponent activities.

~ Disposition: a. Procedures and policy on the FYDP and
reviews and inputs to the FYDP are permanent. Retire to the wWNRC
when 5 years old for permanent retention. b. FYDP is pernanent.
Retire to the wNRCc when 5 years ol d.

4. Preparations and reviews of the estinates of
obligations, expenditures, and estimates of annual carryover of -
avai [ability. Establishment of reggogrann1uﬁ procedures and
processes reprograming action to Congress when appropriate.

Disposition: a. Permanent reprogrammng policy and
procedures. Retire policy docunents to WNRC when superseded or
cancelled. b. Reprogranmm ng actions and docunments are retired
to the wNRc when 3 years old for permanent retention.

5* Docunents that prepare fiscal reports, financial
statenments, charts, and graphs to support the budget
presentation, studies, and econom c anal yses.

y Disposition: Permanent. Retire to the wnrc when 3 years
old .

6. Docunents that operate and control the Pl anning,
Prpgra_rrmnﬁ/,E and Budgetlng System (ppBs) ; review of all Program
Cbj ective Menoranda docunents and preparation of program change
menoranda and the process of sane.
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Di ition: Permanent. Retire to the WNRC when 5 years
ol d.

7. Program and Performance Systems. Docunents that prepare
policies, plans, and guidance-for the maintenance, extension, and
| nprovenent of the DoD Pl anning, Programm ng, and Budgeting
system. This provides broad policy on the entree planning
concept for budgeting, for designating prograns and acquiSitions
to be pursued in the inmediate future, and for the next 6 years.
Prepares the annual action schedule for Program and/or Budget.
Prepares policies and objectives to guide devel opnent and
| npl ement ation of subsystens to the FYDP.

D sposition: Per manent . Retire to the WNRC when cancel ed
or superseded.

303-06 Investment Files. Documents that review, evaluate,
and make recomendations on DoD Conponents’ POVS, budget
requests, apportionnment requests, and budget execution® plans for
all procurenment, and all research, devel opnent, test, and.
eval uation appropriations of the DOD. A so, docunents” which
review and anal yze the execution of the budget for procurenent
and research, devel opnent, test, and evaluation accounts.

Disposition: Pernanent. Reviews, evaluations of POM s,
budget requests, studies, and reports. Retire to the WNRC when 3
years old. Transfer to the National Archives when 10 years ol d.

303-07 Revolving Fund Files. Documents that review,
eval uate, and make recomrendations on DoD Conponents’ PQOVS,
budget requests, apportionnment requests, and budget execution
plans for all revolvina funds of the DOD. Also docunents which -
review and anal yze budget execution for all revolving fund
accounts.

' Disposition: Permanent. Retire to the WNRC when 3 years
ol d.

303- 08 Reserved.
303-09 Reserved.

304 Principal Deputy Conptroller Mnagenent Systens Files.
304-01 Systens Policy Files.
1. Policy. directives and procedures that direct and
supervise the devel opnent and inplenentation of progranms for
| nprovenent of resources and operations in the DOD %other t han
budget Systens )
Disposition: Permanent. Retire to the wWNRC when cancel ed
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or superseded.

2. Assist the DoD Conponents in efforts to I nprove
managenent systens.

Disposition: Destroy when 3 years ol d.

3. Establish and supervise the accounting policy, program
and performance neasurenent, and banking and finance.

D sposi tion: Per manent . Retire to the WNRC when cancel ed
or superseded.

a. Correspondence and liaison within the DOD, or with other
Gover nnment Agencies, International organizations, and foreign
governments on the subject.

Disposition: Retire to the WNRC when 3 years old. Destroy
when 25 years ol d.

304- 02 Accounting Policy Files. Accounting policies,
principles, and systens. Reviews and recomendations for
approval of financial managenent systens, integrated accounting,
f1 nanci al report|ng,D88proqy|ated funds, working capital funds,
and property of the . hese policies and_prlnplples govern:
The Integration of resource managenent and financial systemns;
accounting, financial reporting, and Pr|C|ng policy for foreign
mlitary sales; use of working capital; cost accounting and
transfer pricing; collections and expenditures of funds; the .
adm ni strative control of funds; uniform account structures and
classifications; financial inventory accounting and reporting for
expense and investnent itemns, including Governnment-owned property
I n possession of contractors.

D sposition: Permanent. Retire to the WNRC when cancel ed
or superseded.

304- 03 Defense Business perations Fund/ Unit Cost
Devel opment Files. These files document the devel opnent of unit
cost resourcing systens and the inplenentation of the Defense
Busi ness Operations Fund and related financial nanagenent
applications.

1. Financial Mnagenent Devel opment Files. These files
consi st of letters, nenos, reports (i.e., final reports) , and
st udi es generated by the unit cost task force in the devel opnent
and coordination of financial managenent prograns and systens
wthin the Services and Defense Agenci es.
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2. Business Managenment Application Files. These files
consist of letters, memos, and other correspondence; trip reports
and site reports (that affect fornulation of guidance or policy) ;
and service and Agency recommendations pertaining t o0 gai nshari ng,
performance neasurenent and budget!ng, organi zational assessnent
tools, publicity and education/training associated wth these
managenent prograns.

Disposition: Permanent. Cut off and retire to the WARC
when superseded or obsolete, as prescribed for docunents
mai ntained in accordance wth series 103-01.

3. Program Budget Decision (PBD)/Defense Management Report
Deci si on (DMRD) Docunentation Files. This file consists of 1nput
to the pBD/DMRD, Which is centrally controlled-by the Program and
Financial Control Directorate.

4,  DoD Budget Files. These files consist of docunentation
subm tted by the Business Managenent Directorate in its role in
preparing the DoD budget. Not to be confused wth subm ssions
pertaining only to the Conponent’s budget described el sewhere in
this Instruction (see 103-04.3).

- Disposition: Destroy after 5 years on or discontinuance,
whi chever is first, as prescribed for docunments maintained in
accordance with series 103-03. 3.

5. Congressional Testimony Files. These files consist of
| nput prepared by ‘the Business Managenent Directorate for use
during congressional testinony and may include congressional
reports, inquiries, and liaison docunentation. Not to be
confused wth congressional correspondence files described
el sewhere in this Instruction (102-18).

Disposition: Cut off upon presentation of subm ssion:
destroy when 5 years old. Earlier destruction is authorized when
no longer required for reference purposes, as prescribed for
docunments maintained in accordance wth series 103-11.

6. Gao/IiG Congressional Action Itens (surveys and
i nvestigations) Reports and Audits Files. Copies of Gao/IG
reports pertaining to the Services and Defense Agencies which are
kept for information and reference only.

Di sposition: a. Action copies. Cut off and retired to the
WNRC when no | onger needed for oversight or action: destroy after
15 years. b. -Information copies. Destroy when no |onger needed

for reference ﬁurposes, as prescribed for docunents naintained in
accordance wth series 103-10.

7. Business Accounting Systems Developnent Files. These
are letters, menos, nonthly, quarterly, and annual financial and
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budgetary reports, financial systens reviews, copies of ciM
steering conmttee reports and budget docunents, studies of
financial policies and systenms, and business area analysis
reports. ncluded are comments on proposed issuances of policies
and procedures from DoD Comptrol ler, Defense Finance and
Accounting Service, and other DoD off ices and conponents;

m scel | aneous correspondence on current financial issues,
comments on PBD and other financial and budgetary i|ssues;
comments on policies related to the Chief Financial Oficers Act,
the US Government and DoD Standard CGeneral Ledgers, and the DoD
Fi nanci al Managenent Regul ation, DoD 7400. 14-R (reference (y) )

Disposition: Cut off and retire to the WNRC superseded or
obsolete, as prescribed for documents mai ntained in accordance
with series 103-01.

304-04 Information Technol ogy Finanecial Managenent Files.

1. Docunents which establish policy on information
t echnol ogy resources (pPoMs, budget requests, apportionnment
requests, funding policy issues and budget execution plans ) ; Unit
Cost/Fee-For-Service policy, guidance, procedures, and docunents
for Information technol ogy Business area;, and data admnistration
procedures, policy, and data element identification for financial
management .

Disposition: Permanent. Cut off and transfer to the WNRC
when superseded or obsolete, as is required for policy-type
docunments naintained in accordance with series 103-01.

2. Documents accumul ated in the review of Mjor Autonated
| nformati on System Council (MASIRC) .

Disposition: Destroy when no |onger needed for current
operations, as is required for conmttee-type docunents
mai nt ai ned outside the designated off ice of record, in accordance
wth series 103-06.

3. Docunents accunul ated in Budget adjustnent review of ADP
resources. Used to prepare Defense NManagement Review Deci sion
anal ysi's, evaluation, devel opment, and reporting for CI'M

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for docunents
mai ntained in accordance wth series 103-08. 3.

304-05 Managenment I nformation Control and Anal ysis.
1. Docunents that develop, establish, and prescribe
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DoD-w de policy and criteria on nmanagenent and control of all
types of information requirenents, including internal,

I nteragency, and public reporting, forns, statistical surveys,
and quest 1onnaires and nanagenment systens required in the
acquisition process, and enconpassing all types and technigues of
data and information collecting, recordings processing, an
reporting. Review the inplenentation and operations of _
derivative prograns for managenent and control of information
requi rements of the DoD Conponents. Represents the DOD in
devel opnent of Federal policy information requirenents.
Establ 1 shes and admnisters the information requirements |evied
on th’ e DoD Conponents, defense contractors, and the general

publ i c.

Disvosition: Pernmanent. Retire to the wNrRc when cancel ed
or superseded. _

-

304-06 Contract Audit and Analysis Files.

1. Docunments that plan and devel op policies and procedures
required for directing and controlling performnce of D audits
or surveys of significant problem areas in Defense contractor

activities.

Di sposition: Per manent . Retire to the wNRc when cancel ed
or superseded.

2. Policies and plans for contract auditing. Analyses,
eval uations, and coordination of audit organizations, prograns,
operations, and reports of the DoD. Summarize for key officjals
?|?hl|ghts of audit reports fromthe DoD Conponents and obtains

0

low-up information on action taken. Devel opnent of
prgpfrenent policies, especially cost principles on contract
audi ting.

Disposition: Plans and policies are permanent. Retire to
the wNrRc when cancel ed or superseded. Summaries of audit reports
are to be destroyed when no |onger needed for reference.

3. Documents that develop policy and procedures to be
followed in matters on audit of Defense contractor’s records.
Docunents containing technical guidance for the Defense Contract
Audit Agency gDCAA_zx; representative of the DoD Conptroller.

Eval uations of audit instructions devel oped by the DCAA to ensure
consistency with DoD policies. Documents on devel opment of
procurenment regulations of instructions on contract audit or
contract cost practices.

Di sposition: Policies and procedures are pernmanent. Ret”ire
to the wNrc when cancel ed or superseded.

4. Reports and working papers on special studies perforned
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to evaluate the effectiveness of contract audit support of
procurement.

Disposition: Destroy when no |onger needed for reference.

5. Evaluations of GAO reports and proposed DoD responses
thereto that involve contract audit or DoD practices.

Disposition: Destroy GAO report copies, evaluations, and
proposed responses after all actions and coordi nati on have been
conpl eted and the docunments are no |onger needed for reference.

6, Correspondence W th AsD offices, MIlitary Departnents,
Def ense agencies, industry groups; university groups, and public
accounting firms on matters affecting the pricing or costing of
contracts or the auditing of costs incurred or proposed
t her eunder.

Disposition: Destroy when no |onger needed for reference.
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400 General Counsel riles General | nformation. (Except where
otherw se indicated, these files are approved under NARA |ob
nunber NC1-330-76-2. ) Al permanent records wll be transferred
to the National Archives when 30 years old, unless otherw se

I ndicated. For Chronological Reading Files, see series 102-16 in
this Instruction.

401 Reserved (see 103, Common M ssion Files)
402 Ofice of the General Counsel of the Departnent of Defense
402-01 O fice Functional Files.

1. “Legal advice; opinions, "and assistance to various
commttees of the DOD such as: Personnel Security Prograns -
| egal assistance on cases for the OSD Control O earance G oups;
Freedom of Information aAct (DoD Directive 5400.11) (reference
(k). interpretations of the Act, case opinions, and background
| nformati on.

Disposition: Permanent. Cut off and retire to the WNRC 2
years, after no |longer needed for current business.

. 2. DoD Legislative Program Records that relate to the
review, coordination, and presentation of proposed Ieglslat|on or
executive actions that involve any activity of the .

Disposition: Pernmanent. Cut off and retire to WNRC when no
| onger needed for current business.

3. Energency Planning and Continuity of Operations.
General counsel’s role in subject prograns, |egal advice on
acquisition, and seizure of essential property of equipnent.
| nventory of essential records for the General Counsel.

_ Disposition: Permanent. Retire discontinued |egislation
ElLe to the wNrc 2 years after no |onger needed for current
usi ness.

4. Records on court trials, admnistrative hearings, and
ot her |egal proceedings, correspondence, and case files.

Disposition: Permanent. Retire record copies to the wNRC 5
years after no-longer needed for current business.

5. Records docunenting legal terms and conditions for the
acqui sition, care, and opcupancY of real property, such as
contrgcts, I nsurance policies, leases, titles, and other simlar
records.
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Disposition: Retirenent or disposition authorized only on
an individual case basis. Submt SF 135 for aefropriate
aut hori zation when disposition action is desired.

6. Records on the devel opment and establishnment of policies
and net hods enployed in Gvil-Gwernnent and rel ated matters.

Disposition: Permanent. Retire record copies to the WNRC 2
years, after no longer needed for current business.

402- 02 Deputy General Counsel (Fiscal).

1. Legal advice and assistance to the OSD Wl fare and
Recreat1on Associ ation.

Disposition: Pefmanent. Retire record copies to the WARC 2
years after no |onger needed for current business.

| 2. Directives and Policy. Legal advice on proposed
directives of a fiscal nature.

Disposition: Permanent. Retire record copies to the WNRC 2
years after no |onger needed for current business.

3. Collection, conpromse, or termnation of collection
actions on DoD civil clains for noney or property.

Disposition: Permanent. Retire record copies to WNRC 2
years after no |onger needed for current business.

. 4. Legal advice on fiscal matters and coordination on
fiscal directives. Records docunenting legal terms and
conditions of interests, tariff, and tax administration matters.

Disposition: Permanent. Retire record copies to the WNRC 2
years after no |onger needed for current business.

402- 03 peputy Ceneral Counsel (Personnel and Health Policy )

1. Advice and assistance to the Assistant Secretaries of
Def ense (Personnel and Readi ness, Reserve Affairs, Health
Affairs) in the clearances of directives and policy, the
preparation of |egislative packages, and in all other aspects
such as, nondiscrimnation, and appeal rights that may have | egal
applications.

¥ Disposition: Permanent. Retire to the wNRc when 5 years
old.

2. Documents providing advice to the Assistant Secretary of
Def ense (p&R) personnel matters such as equal opportunity, |abor
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managenment relations, off-base housing.

Di ition: Permanent. Retire to the WNRC when 5 years
ol d.

402- 04 Deputy General Counsel (Acquisition and Logistics)

1. Legal directives, advice, and opinions on inventions and
their |icensing.

Disposition: Permanent. Retire to the wWNRC when 5 years
ol d. :
‘2. Legal aspects of conservation and managenment of natural
resources such as oil reserves.

v Dispos it ion: ‘Permanent. Retire to the WNRC when 5 years
old .

3. Records on the docunmentation of the policy for the
acqui sition of real property, terms and conditions of the titles,
contracts, deeds, court orders, and related proceedi ngs.

Disposition: Permanent. Retire record copies to WNRC 3
years after no longer needed for current business.

4.  Legal advice on Defense Acquisition Regulation (DAR) or
ot her procurenment matters and files of procurement actions of
special interest to the OSD. Legal advice to the Defense Systens
Acqui sition Review Council (Darc) on procurenment activities.

Advi ce and review of procurenment contracts.

y Disposition: Permanent. Retire to the wNRC when 10 years
old .

5. Legal advice on general directives, instructions, and
operation of logistical functions. Advice on transportation
matters, proceedi ngs before regul atory agencies, notor vehicle
acci dents, Honmeowners Assistance Program etc.

Disposition: Permanent. Retire to the wNrRc when 10 years

ol d.

6. Commttee files. Advice and assistance to various
commttees in these functional areas such as the OSD

Concessions Commttee that require contract and |ease advice.

Dispesition: Permanent. Retire to the wNrc when 5 years
400- 3




old .

402-05 Seni or Deputy Ceneral coumsel (International Affairs
and Intelligence)

1. Legal advice and assistance on such international
matters as: Status of Forces- Agreenents, jurisdiction of service
courts of friendly foreign forces, review of legality of weapons
under international |aw.  Agreenents with foreign governnents or
| nternational organi zations.

v Disposition: Pernmanent. Retire to the WNRC when 10 years
old .

2. Legal opinions prepared for the Secretary of Defense on
E?fense matters under discussion or review by the Department of
tat e. - )

v Disposition: Pernmanent. Retire to the wNrc when” 10 years
old .

3. Drectives and policy instructions to the Conponents of
th DoD concerning such sub | ects as indicated in subparagraph 1.,
above, .

Disposition: Permanent. Retire to the WNRC when 10 years

old .

403 Standards_of Conduct Ofice. (GRS 1, Item 24, June 1988
(reference (p) ) . (The dispositions included here appjy EXCEP
t hat documents needed in an on-90|n% I nvestigation wll be
retained until no longer needed In the investigation. )

403-01 DoD and Defense Rel ated Enpl oynment Files.
Reports from former mlitary and DoD enpl oyees who accept
positions with Defense contractors wthin 2 years after
separation and reports from enpl oyees of Defense contractors who
accept jobs wth the Department of Defense. The vol une of
business with the DOD nust be in excess of $10,000,000 per vyear.
Reports are submtted on pp Form 1787, “Report of DoD and Defense
Rel at ed Employment."

Disposition: Cut off at the end of the cal endar year.
Destroy when 6 years ol d.

*403-02 Affiliations and Financial Interests Files.
These files contain original copies of pp Form 1555,
“Confidential Statement of Affiliations and Financial Interests
Depart ment of Defense Personnel, ™ and pD Form 2292, "Request for
Aﬂp0|ntnent or Renewal of Appointment of Consultant or Expert.
These forns are renewed annually.
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Disposition: Cut off at end of calendar year. Destroy
when 6 years ol d.

403- 03 Executive Fi nanci al Di sclosure Reporting Files.
These files contain copies of SF 278, “Executive Personnel
Fi nanci al Disclosure Report, ™"that is required to be submtted by
t hose Governnent officials specified by the Ethics in Government
Act of 1978. Also included are worksheets, correspondence, and
ot her pertinent docunents.

Disposition: Cut off annually. Destroy when 6 years ol d.

403-04 Defense Contractor Reports on Forner DoD Enpl oyees.
These files contain otiginals of-reports ‘submtted by Defense
Contractors in accordance with 10 u.s.c 2397) regarding certain
former DoD enpl oyees. Reports are submtted in any format by
Def ense Contractors aggregating $10 mllion or nmore in defense
contracts.

Disposition: Cut off annually. Destroy when 6 years old.

403-05 Conflict of Interest Files.  Advice and assistance
on conduct and conflict of interest. Reviews and adjudication of
statenments of enploynment and financial iInterest.

Disposition: Destroy statenents of enploynent and interest
and rel ated papers 2 years after the enployee [ eaves the agency
or leaves the position in which a statenent is required.

404 O fice of Hearings and Apveals Fil es.

404- 01 Policy Files. Policy statenents, directives, and
eneral Adm nistrative docunents on the Defense Industrial
ecurity Clearance Review Program

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for files maintained
I n accordance with series 103-01.

1 404-02 Investigative Report Files. Summaries and reviews
and investigative reports on issuance of, or continuation of
cl earances, which are favorabl e.

~ Disposition: Retire to the WNRC 5 years after no |onger
active. Destroy 20 years |ater (NC1-330-77-13).

404-03 Hearing Case Files. Case files on determnations and

hearings for apglicants mai nt ai ned by Departnment Counsel,
Adm ni strative Judges, and Appeal Board.
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Disposition: Retire to the WNRC 5 years after no | onger
active. Destroy 20 years |ater (NC1-330-77-13).

404- 04 Final Decisions. Redacted copies of final decisions
of Adm nistrative Judges and Appeal Board.

Di ition: Permanent. Retain in the OSD (5 USC
552(a)(2)(A) (reference (x)).

404-05 Psychiatric Consultants Files. (NCci-330-79-5) Files
of psychiatric consultants who have agreed to conduct
exam nations for DoD on individuals aPpIying_for access to
classified information. Each case file consists of background
historical information on consultants.

Disposition: Destroy case file 6 months after the agreenent
bet ween DoD and the consultant has been term nated.

405 Legislative Reference Service Files,

405-01 Legislation and Opinion Files. Docunents on proposed

| egislation and |egal opinions, positions on legislative matters
If of interest to the Defense Departnent.

Disposition: Permanent. Retire to the WNRC after no | onger
current or required for reference.

~405-02 Docunent Reference and Distribution Point Files.
Copi es of docunents, |aws, acts, Federal Code, directives of
legal interest used to facilitate work.

Disposition: Destroy when no |onger needed for reference.

405-03 Hi storical Legislation. Docunments, opinions, and
rel ated papers of legislative content that have historic or
continuing interest.

- ‘Disposition: Permanent. Retire to the WARC when
| egislation is no |onger effective.

406 Non-Career SES (Political Appointees) Vetting Files.
(Pending approval.) This file consists of records collected to
eval uate suitability of individuals seeking or who have been
reconmended for non-career positions wthin the DoD and consi st
of referral letters, Wite House clearance letters, OPM
certifications,. information about individual’s professional
licenses, results of FBI and IRS inquiries, financial disclosure
statements (SF 278) , personal data questionnaires and general
counsel interview sheets, published newspaper and nmgazi ne
articles by and about the applicant, and other correspondence
relating to the selection and appointnent of political
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appointees. This file contains information protected under the
Privacy Act of 1974 (Dec 16) and is not to be confused wth file
series 212.3 maintained by the Wiite House Liaison Ofice and the
Special Assistant to the Secretary of Defense for Personnel.

Disposition: a. Selectees: Destroy at the end of the
presidential admnistration during which individual is hired. b.
Nonsel ectees: records of individuals who are not hired are
destroyed 1 year after the file is closed, but not later than the
end of the presidential admnistration during which the
| ndi vidual is considered.
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500 Intelligence (Nc1-330-77-9) Files of this series pertain to
the intelligence functions of the Secretary of Defense. They
contain all DoD intelligence policies, prograns, and activities,

I ncl udi ng those for warning, reconnaissance, and other related
areas that may be designated by the Secretary of Defense. Files
described herein may be further subdivided, depending ugon
volume, Dby the additions of a decimal suffix. _NOTE: his
schedul e 1s not applicable to docunents described as S1 or ScI.
Docunments so designated Wi || be destroyed when obsolete or no

| onger needed.

501 Reserved (see 103, Common M ssion Files).

502 Programs and Resources

502-01 Prograns and Resources

1.  Docunents that devel op, coordinate, and pronul gate all
docunments in intelligence and intelligence-rel ated planning and
progranm ng at the OSD | evel.

Disposition: Permanent. Retire to the WNRC 5 years after
super seded.

2. Analyses of intelligence resources progranms and
supervision of their inplenentation.

Disposition: Permanent. Retire to the WNRC 5 years after
super seded.

. 3. Recommendation of objectives, plans, and gui dance for
Intelligence resources.

Disposition: Permanent. Retire to the WNRC 5 years after
super seded.

4*  Fornul ation of budget estinmates, fiscal and manpower,
for the intelligence positions of the DoD budget. Reviews of
Intelligence prograns and recommendations for funding |evels.

Disposition: Budget estimates and fund |evel
recommendations. Destroy when 6 years ol d.

5.  Docunents that nmaintain the intelligence data base,

fiscal and manpower data bases. User manuals and data el enent
definitions.

. Disposition: User mmnuals. Destroy 2 years after systemis
di scontinued. Data element definition: Destroy 2 years after
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super sessi on.
502-02 Ceneral Systens

| 1. Concepts and plans for inproved nanagenent of DoD
Intelligence activities.

Disposition: Permanent. Retire to the WNRC 2 years after
superseded or no | onger needed.

_ 2. Policies for the managenent of intelligence operations
| ncl udi ng operational requirenents and priorities.

Disposition: Permanent. Retire to the WNRC 2 years after
superseded or no |onger needed.

3. Correspondence With and-coordination of int
activities within the Departnment of Defense and wth
government entities.

el | i gence

| i
ot her U. S.

Disposition: Permanent. a. Policy correspondence with
intelligence activities. b. Admnistrative non-policy
correspondence and related docunents. Destroy 5 years after
coordination action is discontinued or when no |onger needed.

03 Intelligence, Surveillance and Warninqg.

503-01 Intelligence, Surveillance and Warning.

1. Policy direction for the devel opnent, interpretation,
and operation of warning systens. Reviews and anal yses to define
obj ectives and determ nations of adequacy of current and future -
warni ng systens.

Disposition: Pernmanent. Retire to the wNRC 2 years after
superseded or no | onger needed.

_ 2. Technical and policy directives for all prograns
Involving electronic intelligence (ELINT) Wthin the Departnent
of Defense. Revi ews and anal yses of adequacy of current or

future ELINT systems. Cost and/or val ue eval uations of such
syst ens.

Disposition: Permanent. Retire to the wNRc 1 year after
superseded or when no | onger needed.

503-02 Ceneral Defense Intelligence Program
1. General Defense Intelligence Program (GDIP).

Devel opnent, review, programissues on governnental agencies and
DoD servi ces.
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Disposition: Pernmanent. Retire to the wNRc 1 year after
superseded or no | onger needed.

‘2. @Dl P budget subm ssions, evaluations, revisions,
meetings, comittee notes, recomendations, etc.

Disposition: Permanent. Retire to the WNRC 2 years after
superseded or no |onger needed.

3. CDIP resource data of Governnent Agencies and DoD
servi ces.

Disposition: Destroy when obsolete or no |onger required.

4, Reference files of budget justifications, defense plans,
Joint Strategic (bjective Prograns (Jsop), Joint Staff
Menor anduns (PDM’s), Defense Policy Progranm ng Quidance
Menmor andum (DPPGM’s), etcC.

Disposition: Destroy when obsolete or no | onger required.

203-03 Space Systens. Eval uations of prograns for new
systenms and devices related to intelligence functions.
Determ nations on the needs for intelligence prograns based on
anal yses of threats, resource priorities, requirements, trends,
strategic 0bj ectives, and innovations in technology. Studies and
techni cal guidance on specialized intelligence systens.

Dispvosition: Permanent. Retire to the WNRC 2 years after -
superseded or no |onger needed.

503- 04 SIGINT Systens.

1. Policy directives for the devel opnent, integration,
and operation of reconnai ssance and survelllance prograns. _
Revi ews and anal yses of existing and planned systens to determ ne
adequacy and objectivity.

Disposition: Permanent. Retire to the wNRC 2 years after
conpl etion of actions or when no |onger needed.

2. Technical and policy direction for all reconnai ssance
and surveillance prograns.

Disposition: Permanent. Retire to the WNRC 1 year after
cancel ed or obsol ete.

503-05 Intelligence Resources.
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1. Fiscal Guidance. Correspondence, I|ssue papers,
referrals, related congressional hearing data, etc.

2. Intelligence Budget Data. OSD offices intelligence
budget .

3. Consolidated Intelligence Resources Information Systens
(CIRIS) budget requirements, justification anal yses, and
management .

5. Contract Fund Allocation. Data by fiscal year.

Disposition: Pernmanent. Cut off at end of cal endar year,
hold in CFA 1 year and retire to the WNRC.

6. -Policy. Budget-related-data on -DoD Services operations.

_ Disposition: Permanent. Retire to the WNRC 3 years after
file cutoff (calendar year).

7. Congressional Fiscal Data. Policy, appropriations,
resentati on back-up data, House and/or Senate and/or Conference
Il ls, correspondence, testinonies.

Disposition: Permanent. Retire to the wNRC 1 year after
superseded or when no “longer needed for reference.

8. Studies and exercises for DoD services. Preparation and
backup data and copies of conpleted docunents.

Dispvosition: Destroy when obsolete or no |onger needed for
ref erence.

9. Budget |ssue Papers. DoD services and governnment al
agenci es.

Disposition: Destroy when obsol ete or no longer needed.
504-01 Contractor Files. Research and eval uation project
study docunments created by civilian conpanies, corporations,
etc. , per governnent contract for resultant docunents.
1. Interimcontract reports and docunent volunes that are
portions of conplete contract requirements and contract files by
contract titles.

Disposition: Destroy when above files are conplete.

2. Correspondence with_point of contact on contract timng,
change, amendments, background data, control and di ssem nation of
created docunents.

500-4



Al 15, Encl. 4

Disposition: Permanent. Retire to the WNRC 1 year after
conpl etion or no |onger needed.

3. Control, dissemnation, and eval uation of contractor
products by mlitary and/or civilian professional staff.

Disposition: Pernmanent. Retire to the wNrRc 1 year after
conpl etion or no |onger needed.

504- 02 Ceneral Purpose Force Reference and Pl anning FPiles.
Qper ations plans, orders, and technical description and
eval uati on publications and conmttee neetings and
eval uation mnutes, issues, discussions, and conclusions.

Disposition: Reference files. Destroy when obsolete or no
IongF{ needed; commttee mnutes destroy 1 year follow ng annual
cutof f.

_ 504-03 Strategic Force. Strategy plans; offensive system
files and intelligence commttee correspondence; Strategic Arns
Limtations Talks (SALT) nonitoring docunments, nmessages and
papers.

Disposition: Destroy when obsolete.or no |onger needed
(reference files).

504-04 [ ntelligence collection systems. Allocations,
product eval uations, ~perspectives, and objective files.

Disposition: Permanent. Retire to the wNRC 1 year after
superseded or no |onger needed.

504-05 Special Subject Files. Analysis, conparison,
managenent, study results, and historical research of special
subj ect s.

Disposition: Pernmanent. Retire to the WwNRC 1 year after
superseded or when no | onger needed.

éﬂé:gé.;ntellﬁgenca_Reference Documents. Menor anda/
reports, reviews, required follow ng fact sheets and/or books

and service and foreign country publications.

Disposition: Destroy when obsolete or no longer required
foll owm ng annual cutoff of files.
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600 RESFRVE AFEAIRS  This organization is responsible for

Nati onal Guard and Reserve Affairs of the Departnent of Defense
as provided by Title 10, u.s.c, to include manpower, personnel,
force structure, programming, -funding, procurenent, facilities
and construction, equipnment and logistics, |egislation, training,
managenment, nobilization readi ness, and other aspects of Reserve
Affairs. Permanent docunents in this series, unless otherwse
note, wil 1 be transferred to the National Archives and Records
Adm ni stration when 30 years ol d.

[Note:  600-series nunbers are reserved for Ra-unique files;
t hose descriptions that follow are covered by dispositions |isted

el sewhere. in this Instruction and are presented here for ease of
reference only. | *

102- 02 Reserve Conponent M Ilitary Readiness Brief ing (RCMRB) .
This £ile contains the viewgraph presentation on RC force
readi ness for presentation to the Secretary of Defense.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

103-01 meserve Affairs-Policy Files. These files contain policy
matters that pertain to all aspects of the ASD (RA) ‘s m ssion.

1. Mteriel and Facilities. Docunents that pertain to and
I nvol ve facilities managenent and construction and all aspects of
materiel for the Reserve conponents; record files for the annual
Nat i onal Guard and Reserve Equi pnent Report; Military
Construct ion Prograns, and Qperations and M ntenance Program
congressional hearing statenents, transcripts, and
correspondence; audit and inspection reports; special prograns,

Initiatives, studies, and reports pertinent to Reserve
conponents.

2.  Readiness, Training, and Mbilization. Docunents that
pertain to the readiness and training posture of Reserve forces,
mobi | i zation policy, and processes whereby the Reserve forces
respond t 0 assigned m ssions, and those initiatives related to
Interallied Reserve conponents matters including nmeetings of the
Interallied Confederation of Reserve Ofices ( cIor) and National
Reserve Forces Commttee (NRFC) . Studies and reports conducted
by this office and conponent services that exam ne or recomend
upon readiness,. training, and nobilization. Studies that
consider restructuring to inprove readiness and training posture.

3. Mbilization Policy and Plans. Docunents governing the
nobi | i zation of the National Guard and Reserve forces. Studies
and reports conducted by this office and by Conponent forces that
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and reports conducted by this office and by Conponent forces that
examne the ability to nobilize the Guard and Reserve forces.
Docunents that review, develop, or amend DoD Directives and

I nstructions on policy affecting nobilization of the Guard and
Reserve forces. Review studies conducted by Service education
Institutions, DoD agencies, and other government departnments and
agencies on Reserve nobilization iIssues; reviews and anal yses of
allied Reserve forces.

4. Reserve Affairs Energency Action Packages (EAP). Crisis
managenent instruction sets for use as guidelines by OSD decision

makers.

. 5¢ Manpower and Personnel. Docunents that pertain to and
| nvol ve Reserve force manpower and personnel policies and
procedures, personnel.utilization -and standards, full-tinme
support programs, accession plans and prograns, nanpower and
personnel data systens, |egislation, pretrained individual
requirenments and programs, and Reserve conponent conpensati on,
entitlenent, and quality of life prograns.

_ a. Manpower Progranms and Requirenents. Docunents
dealing wth policy on Reserve conponent categories and reports
that reflect Reserve manpower requirements or the use of Reserve
forces. Preparation of the Reserve portions of the Mlitary
g%npomer Training Report and MIlitary Manpower Requirenents for

ngr ess.

_ b.  Equal Qpportunity Policy. Docunments on Reserve and
exam nation of program effectiveness. Reports from Conponents on
| npl enental ion of the program Statistics on the ratios of
mnorities used as a yardstick to measure success. Also includes -
DACON TS docunental 1on.

~_C. Mnpower Mbil ization. Docurments on studies,
policies, requirenents and exercises that pertain to the
mobi | i zation of Reserve forces. Included are studies and
olicies on civilian nobilization, casualty estimation, and the
rtime Planning System (WARVAPS )

. d. Screening Policy. Docunents on matters prescribing
uni f ormity In the screening and separation of Ready Reserves.

. e. Conpensation Policy. Docunents on application of
uniform rates of conpensation, nethods of attainnment, per diem on

active duty, travel, and transportation for Reservists.

_ f. Legislative Policy. Docunents on matters prepared to
| mpl ement the need for changes affecting the Reserve and Nati onal
Guard such as uniform pronotions and retirenents for all

Conponent s.
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9 Personnel Data Systens. Docunments on policy matters
that ‘establish a nmanagenment information systemfor Reserve
personnel, identify data elenents, inputs; and outputs of the
system. Does not 1nclude the ~ADP docunentation and retention

separately or copies of users manuals described in the applicable
1600- ser es.

h. Accession “and Training. Documents on issues,
including GAQ |G reviews, on enlistnent prograns, policies for
Interservice transfer, retention studies, recruiting, initial
entry, and refresher training.

. i. Incentive,Policy. Docunents on issues and policy on
speci al and incentive pays, bonus prograns, educational benefit
prograns, including the Mntgonery GI Bill, STIPENDS, and | oan
repayment.

Education. Docunents on issues, information papers,

and studies on educational opportunities within the mlitary
ot her than the Mntgonery G Bill.

k. Personnel. Docunents on matters such as pronotion of
both officer and enlisted personnel, drugs and al cohol, HV,
Vet erans’ Reenpl oynment Rights, and Fam |y Policy.

1. Medical. Docunents governing structure, utilization,

training, equipping, and nodernization of Reserve Conponent
medi cal forces.

'm  Separation/Transition. Issues, documents, studies,
and policies on the separation/transition of service nenbers to,
from or between Reserve Conponents. Included are itens on

benefits associated wth separation/transition actions.

n. Corporate Information Managenent (ciM). Docunments
and policy on the ciM concept. Included are issues which
I ncrease the DoD functional managenent efficiency, and
standardi zati on of business processes and data, reduction of

duplication in systems, and standardi zation of functional
requi renents.

Disposition: Permanent. Cut off and transfer to the WNRC
when superseded or obsol ete.

103-03.3 Reserve Affairs Adnministrative -- Program and Budget --
Files. This file contains docunents required to prepare and
def end the Reserve forces on planning, programm ng, and

budgeting, and includes quantitative and qualitative input to the
Fi ve- Year Defense Program defining the requirenments to support
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t he Reserve program and reviews, analyses, and plans from which
t he budget figures are generated.

1. Planning Phase. Reviews and anal yses docunenting
participation in Defense (uidance process.

2. Program Phase. Revi-ews and anal yses docunenting the
overal | managenment of RA's participation in the Program Operation
Mermor andum and Program Deci si on Menorandum process.

3. Budget Phase. Reviews and anal yses for the overall
managenent of RA ’s participant ion in the OSD budget review
process.

4.  Audits and Inspections. Docunents on GAO and O G audits
and reviews. - - -

Disposition: Destroy after 5 years or discontinuance,
whi chever is first. However, docunents in the cutoff file that
require additional action or relate to reopened cases should be
brought forward into the current file.

103-06.1 Reserve Affairs Commttees Files. Docunments on
establ i shing, operating, and dissolving conmttees that consider,
advi se, take action, and report on specifically assigned
functions. They include joint, interdepartnment, international
commttees. Included are proposals, approvals, and disapprovals
to establish the coomttee; charters, terns of reference, and
comments on them directives establishing, changing, continuing,
or dissolving the conmttee; docunents nom nating, approving,
appointing, and relieving conmttee nenbers; notices, agenda,
mnutes, and reports of commttee neetings and rel ated docunents. -
These are docunents Eertaining to those commttees for which
O?SD(‘RA) éjesignat es the chairman or secretariat or is the office
of record.

Reserve Forces Policy Board (RFPB). Charter, _
correspondence, menbership roster, mnutes, studies of policy
| ssues of a multiservice nature resulting in recomendations for

policy.

a. RFPB Annual Report. Annual report to Congress
forwarded by the secper and all correspondence |eading up to and
I ncluding the final report.

b. RFPB Menbership/Alumi/Liaison Oficer. Listing of
nenbers. Menbers are on the Board for a three-year term Term
dates are all difference, so list is under constant revision.
Alumi li1sting contains nanmes of menbers who have |eft the Board,;
alumi are invited to quarterly nmeetings. Liaison officers
points of contact between the Board and the MIlitary Services.
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c. RFPB Quarterly Meeting. Invitation letters, requests
for active duty orders, thank-you |letters, agendas, handouts used
at meetings, executive summaries wth recomendati ons,

I nformation regarding setting-up neetings, and neeting books.

d. RFPB Field Studies. Correspondence regarding field
st udi es nade by the Board.

e. RFPB |Issues Files. | ssues the Board has discussed in
its neetings and on which it has made recomendations. Also
| ncl udes docunentation on issues which affect the Reserve
Conponent s.

Disposition: Permanent. cut off when no | onger needed for
current operations and retire to the WNRC 5 years after cutoff or
when the committee is abolished. Note: \Were conmttee m nutes
are transcribed fromsound recordings, they may be erased when
reduced to print.

103-06.2 Reserve Affairs Commttee Files. These files contain
docunentation pertaining to commttees for which OASD(RA) does
not appoint the chairman or secretariat.

1. RFPB General Information File. This file contains itens
of interest on a one-tine basis such as letters from Reservists
asking questions not really issues for the Board and information
I n general about Reserve Conponents.

2. NCESGR Ceneral Information Files. This file contains -
correspondence wth enployees and commtnents from enpl oyers to
participate in the program correspondence wth industry and
commtments from individuals concerned referrals and rel ated
papers.

3. Advisory Commttee Activity. Docunentation on general
managenment and deci si on process concerni ng Reserve Conponents
wi thin the DoD.

4. Mobilization Steering G oup (MsSG). Docunments concerni ng
such nobilization issues as 200K cal [-up, civilian planning,
casualty estimation, recruiting success, |RR screening, and
attrition.

5. Medical Capability Evaluation Steering G oup.
Docunent ati on on nedi cal personnel requirenments generation, DoD
medi cal nobilization planning/execution process, and inspections
of medical nobilization.

6. OSD Training Subconmttee. Docunentation focused on the
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design of training strategies and technologies to the unique
training needs of the Reserve Conponents.

‘7. National Reserve Forces Comm ttee (NRFC) and
Confederation of Interallied Reserve OFficers (CIOR) . These
meetings are hosted on a rotating basis and do not generate
reports or advice or other documents of a permanent nature.
These files consist of letters, nenoranda, schedul es, budgets,
pocs one sem annual neetings, planning and budgeting docunents
for the U S. hosting of the NRFc/CIOR Congress.

Disposition: Destroy when no |onger needed for current
operati ons.

103-07 Staff Visit Files. This file contains |letters, rosters,
POC 1ists on visits by foreign del egations to OAsSD(Ra).

Disposition: Destroy when 5 years old, except files on
recurring visits will be destroyed on conpletion of the next
visit.

103-08. 3 Reference Paper Files. These files consist of technical
and simlar reproduced docunents.

1. Defense Science Board. Docunentation addressing several
new r’ esearch and devel opnent technol ogical prograns to keep a
t echnol ogi cal advant age.

2. Force Closure Files. Docunentation on background
I nformation on the base realignnent and cl osure conm ssion
establ i shnent, DoD facility review process, and report approval
and/ or inplenmentation steps.

3. Drug Program  Docunentation on Guard and Reserve plans
to support drug interdiction.

4. Force Mx. Docunentation concerning potential force mx
options and Total Force Policy notes on force mx Issues.

5. Crisis Deterrence and Warfighting Capabilities.
Contai ns FEMA Maj or Energency Action Cuidelist (MEAG) on
Interface wth Reserve Affairs in fulfilling nmutual national
energency preparedness responsibilities. Al'so, list of action
of ficers-for these energency responsibilities.

_ 6. Reserve Unit Priority System (rRups). Briefing
Information on .a training and readi ness nodel derived from
existing data bases and used to track status of resources.

Disposition: Destroy after 1 year. However, documents in
the active file that require additional action or relate to
reopened cases should be brought forward for filing in the
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current file. Earlier destruction is authorized.

202-46 Reserve Affairs Personnel Files.

1. Individual Mobilization Augmentee Personnel (IMA) File.
This file consists of papers on individual nenbers of Reserve
Affairs; | MA detachment, or weekend-drilling Reservists assi gned

to support OASD (RA) during times of crisis.

2. Reserve Af f airs Attrition File. This file contains
| nformation on directors of R&T, RA

Disposition: Review annually and destroy superseded or

obsol ete docunents or destroy 1 year after separation or transfer
of the individual concerned.
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700 Public Affairs (Nci-330-77-12) The Assistant to the _
Secretary of Defense for Public Affairs is responsible for public
information and community relations. Unless otherw se indicated,
permanent files described herein and retired to the WNRC w || be
transferred to the National Archives when 30 years ol d.

701-01 - 701-08 reserved (see 103, Common M ssion Files)

701-09 Informational Services Record. This file contains
certain records on information services performed by the DoD
offices in their day-to-day affairs and in their relations wth
the public. Except as otherw se specified in individual itens,

It applies to copies of these records wherever |ocated in the

DoD. However, 2 and 6 are applicable only to files nmaintained in
formal Iy designated- informational offices that have been assigned
responsibility for the operation of the informational activities.

1. Conplete set of formal infornmational releases and
publ i cations.

-

~a  Press releases, press conference transcripts,
graphi c progress presentations, and indexes thereto.

Disposition: Permanent. Retire to the wNRC when 2 years

old .
b. O ficial speeches with indexes.

y Disposition: Permanent. Retire to the WNRC when 2 years
old .

2.  Request for information and copies of replies thereto,
I nvol ving no admnistrative actions, no policy decisions, and no
speci al conpilations or research. Requests for and transmittals
of publications, photographs and other informational literature.

Disposition: Destroy when 3 nonths old or when no |onger
needed, whichever is sooner (GRS 14, Item 1) (reference (p))

3. Acknow edgenments and transmttals of inquiries and
requests that have been referred el sewhere for reply.

Disposition: Destroy 3 nonths after acknow edgment and
referral (Grs 14, Item 2) (reference (p)).

4, Daily press service tel etype news.
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Disposition: Destroy Defense-related items after 1 year,
all other itens after 1 nonth.

5. Informational services pro*ept case files maintained in
formal |y designated informational offices.

Disposition: Destroy 1 year after close of file or 1 year
after conpletion of project if method of filing differs fromthat

suggest ed herein.

6. Anonynous letters, letters of comrendation, conplaints,
criticisms and suggestions, and replies thereto, excluding those
resulting in investigations, admnistrative action, or those to
be incorporated in individual personnel records.

Disposition: Destroy after-3 nmonths- (GRs 14, Item 5)
(reference (p)).

7 * Biographies.

D sposition: Per manent . Cut off and retire to the WNRC
when super seded.

_ 8. Records on the initiation, devel opnent, and
|nFIenentat[on of policies, criteria, and standards regarding the
rel ease of information to the press, radio, television, or other
nﬁdla g?ereby such release will result in information reaching
the public.

Disposition: Permanent. Retire record copies to the wWNRC 2
years, after annual cutoff. Destroy all duplicate copies 6 nonths
after annual file cutoff unless part of a case file. Destroy ail-
reproduced copies when policy standards or criteria are
superseded or rescinded.

. 9. Records on the planning, preparation, coordination, and
| ssuance of publications issued as an official DoD position.

Disposition: Permanent. Retire record copies to the WNRC
of material used in and for the devel opment of official public
rel eases, including coordination and distribution records 1 year
after file cutoff for permanent preservation.

701-10 Visual Infornmation Records and Fil es.

1. Audiovisual productions. Audiovisual productions are
sel f-contai ned conplete groups of noving inages éelther with or
w t hout sound) wth continuity that are devel oped according to a
plan or script for either directly or interactively conveying
Information to or communicating wth an audi ence. Thus,
audi ovi sual productions may include scripted notion pictures,
tel evision broadcasts, infornmational/training videos,
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entertai nnment/ musi ¢ videos, interactive videos, spot
announcenents, and advertisements. The record el ements of such
productions are the follow ng:

For film the original negative or color original plus a separate
optical sound track, an internediate master positive or duplicate
negative plus sound track, and a projection print.

For video: the canera original or master plus a dub.

For interactive video (whether analog or digital) : the original
filmor video segments, photographs, graphics, and sound
recordings from which the video scenes were conpiled; the
software and related “docunmentati-on necessary to run the
program the finished disc master.

The follow ng categories of audiovisual productions are covered
by the disposition instructions that follow thereafter:

_ a. OS D-sponsored productions intended for OS D-w de, DoD-
w de, or public distribution.

. b. Productions produced for or by the OSD that are
Intended for internal staff use.

c. Productions acquired from outside DoD that either:

_ (1) Provide information concerning the organi zation,
functions, policies, procedures, operations, and essenti al
activities of the Department of Defense or a conponent thereof.

_ , (2) Depict or convey information about current or
historical events involving the Departnent of Defense.

(3) Communicate information or instructions concerning
the operation, maintenance, construction, desigm, repair, use of,
capabilities of, or tactical inplications of weapons, equipnent,
or technologies that are unique to, used in a unique manner by,
or used primarily by either the U S Mlitary, foreign arned
forces, or anti-U S. non-governmental armed organizations.

. d. Unedited outtakes and trins, the discards of the
Froduct|on process, which have been appropriately arranged,
abel |ed, and descri bed.

Disposition: Permanent. Transfer to the DoD Mtion Media
Records Center when 5 years old or no |onger needed for

admnistrate ive use, whichever is sooner. Transfer to NARA no
| ater than three years after a currency review determnes the
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production to be " obsolete. ”

~ €. Productions acquired for purposes of entertainment or
recreation.

| Di sposition: Dispose of when no |onger needed in accordance
w th any applicable governing-contractual provisions.

f. Production materials that are not described in Item
| a. through i.e. of this Section.

Disposition: Dispose of when no | onger needed.

2. Video and film docunentation Inmagery. Docunentation
I magery is the live recording of events, activities, people,
places, t hi ngs, or phenomena. Such inagery Portray scenes that
are characterist icall y not staged or controlled by the canera
operators and depict events as they are actually occurring. The
record elements consist of the canmera original, edited master, or
earliest generation or filmcopy of a video original, plus a dub.

a. (Pending approval.) Imagery recording any of the
following:

(1) actions, operations, activities, and transactions of
t he Department of Defense.

(2) events or cerenonies involving the Departnent of
Defense, or its mlitary or civilian personnel.

o (3) DoD weaponry, equipnent, vehicles, aircraft, ships,
bui I dings, sites, facilities, or parts thereof.

(4) persons, places, things, or phenonena that are
related to past, present, or anticipated future DoD actions or
operat i ons.

Disposition: Refer to the Audiovisual Records Decision Logic
Table for appropriate disposition instructions.

_ b. (Pending approval.) [Inmagery transferred by electronic
or visual processes to filmfor purposes of archival
preservation.

_ D sposition: D spose of after verifying the adequacy of the
film*copy.

~C. (Pending approval.) Of-air or off-satellite
‘transm ssion recordings of video described in |Item 2a.

Disposition: Destroy when the camera original video has been
accessioned into the DoD Mtion Media Records Center or returned
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to the originating Service.

d. Imagery included as part of” a project file, case file,
report, or simlar type of record.

_ £L§QQ§LLLQQ;_[]spose of in accordance with the approved
di sposition instructions applicable to the records of which they
are a part.

e. Imagery not described in Item2. (a) through 2. (d)

- Disposition: Destroy when no |onger needed for
adm ni strative use. . .-

3. Sound Recording Files. Sound recordings on tape or disc
that are:

~a. Audio productions. Audio productions are self-
contai ned sets of sounds with continuity that are devel oped
according to a plan or script for conveying information, ' nusic,
or sounds to or conmunicating with an audience. Thus, audio
productions can include scripted radi o broadcasts, recorded
musi ¢, recorded sound effects designed to induce relaxation or a
particular enmotional reaction, spot announcenents, and audio
tapes related to a slide/tape set. The record el enents consists
of the master tape and either a disc pressing (if a nass-produced
di sC recording) or an audio tape dub. The followi ng categories
of Audi o productions are covered by the disposition instructions
that follow thereafter:

L (1) Audio productions intended for broadcasting or
training that are:

. | (a) osp-sponsored productions intended for osp-
wi de, DoD-wide, or public distribution.

. (b) Productions produced for or by the QOSD that
are intended for internal staff use.

h (c) Productions acquired from outside DoD that
ei t her:

(1) provide information concernina the
unctions, Dbolicies, procedures, operations, and
tre

organi zat i on, (
S of the Departnent of Defense or a conponent

f
essential activi
t her eof .

_ , (11) convey information about current or
historical events involving the Departnent of Defense.
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(111) communicate information or instructions
concerning the operatiogn, Mintenance, construction, design,
repair, use of, capabilities of, or tactical inplications of
weapons, equipnent, or technologies that are unique to, used in a

uni que manner by, or used primarily by either the U S Mlitary,
foreign armed forces, or anti-U S non-governnental arned

or gani zat i ons.

Di ition: Permanent. Transfer to the National Archives

when no | onger needed for adm nistrative use or when 5 years old,
whi chever 1s sooner.

| (2? Al'l' ot her audi o productions, including recorded
nusic, sound effects, and productions acquired by AFRTS and ot her
DoD components for purposes of entertai nnent or recreation.

Disposition: Dispose Of When no | onger needed In accordance
w th any applicable governing contractual provisions.

b. Audi o docunentation. Live audio recordings of events,
activities, people, or phenonena. Such recordings contain sounds
and words that are characteristically not staged or controlled by
those operating the recording devices and depict events as they
are actually occurring. The record elenents consist of the

original recording or earliest generation copy plus a dub.

(1) Audio recordings of an event, speech, conference,
cerenony, or activity that is either historically significant,
attracts civilian nmedia attention, or involves flag rank officers
or high level DoD officials.

Di sposition: Permanent. Transfer to the National Archives -

when no | onger needed for admnistrative use or when 5 years old,
whi chever is sooner.

(2) Docunentation recordi ngs not described above.

‘Disposition;: Dispose of when no | onger needed.

4. Still Picture Files. Still photographs, slide sets,
filmstrips, posters, original artwork, analog still vi deo,
digital still video, and digital inmages. The record el ements of
such still pictures are the following: For black & white
phot ographs: the original negative and a captioned print.
For col or photographs: the original negative and a captioned
print. For color transparencies, slides, or filnstrips: the
original color transparency, an internegative if one exists, and
a dupe copy. For other still pictorial records: the original and
a reference copy. The followng categories of Still picture

files are covered by the disposition instructions that follow
thereafter:
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a. (Pending approval.) |mages depicting any of the
fol l ow ng:

(1) Actions, operations, activities, and transactions
of the Departnment of Defense.

(2) Events or cerenonies involving the Departnment of
Defense, or its mlitary or civilian personnel.

o (3) DoD weaponry, equipnent, vehicles, aircraft, ships,
buil dings, sites, facilities, or parts thereof.

.(4) Persons, places, things, or phenonena that are
rel ated to past, presént, or anticipated future DoD actions or
oper at i ons.

Disposition: Refer to the Audiovisual Records Decision Logic
Table for appropriate disposition instructions on iIndividual

Ehotograghs or inmages prior to their incorporation into the still
icture File

. b. Inmages or photographs included as part of a project
file, case file, report, or a simlar type of record.

_ Disposition: Di spose of in accordance wth the approved
disposition instructions applicable to the records of which they
are a part.

. C. Photographic print, optical disc, or slide files (but -
not including record element materials) containing photographs,
| mages, or slides that are used for internal reference purposes
orlare approved by senior DoD officials for public or nmedia
rel ease.

Disposition: Retain individual photographs, discs, or slides
for as long as there is an internal need for or a public or news

media interest in the material, then destroy.

| d. (Pending approval.) Off-air, off-satellite, or off-
wre recording of a still inmage

_ ‘Disposition: Destroy when the canera original has been
| ncorporated into the DoD Still Media Records Center.

. e.. (Pending approval.) Electrochrome or filmcopy of an
I mage originally recorded “in still video.

_ Di sposition: Dispose of in accordance with the disposition
Instructions applicable to the original still video.
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f. I'mages and photographs not described in Itens a.
through e. of this section.

- Disposition: Destroy when no |onger needed for
adm ni strative use.

5. Audi ovi sual Docunentation Files. Finding aids (including
captions) and other files relating to audiovisual and visual
I nformation records.

a. Finding aids consisting of any of the follow ng: shelf
|1sts, caption cards, data sheets, indexes, or other
docunentation in a textual, mcroform or machine-readable form
that Is necessary or helpful in properly identifying, retrieving,
or using audiovisual or visual information records. (The record
copi es. of the finding. aids/captiorn data for DoD inagery
accessioned Into the DoD Still Media Records Center and the DoD
Motion Media Records Centers (the official DoD repositories for
such records) are stored in the ImgeBank (sMrc) and Medi aBank
(MMRC) dat abase systens respectively). For caption infornmation
received by or retained at the DoD’Joint Conbat Canera Center,
see Itens 706-08 and 706-09).

Disposition: Di spose of in accordance wth instructions
covering the related audiovisual records.

~b. Production files or simlar files that include
production contracts, scripts, treatnents, transcripts, and other
docunment ation bearing on the origin, acquisition, public release,
and ownership of the production.

(1) Files maintained by the Production Activity or the -
DoD Motion Media Records Center.

Di sposition: Transfer to the DoD Mtion Mdia Records Center
when the related production is sent to that faplllt%. Di spose of
In accordance with the NARA instructions covering the related
audi ovi sual records.

(2) (Pending approval.) Files nmaintained el sewhere

Disposition Destroy when no | onger needed.

702 Community Relations
702-01 Ceneral

1. Bicentennial Plans. Focal point for docunents
organi zing DoD activities in observance of bicentennial
prograns. Coordination for all Arned Forces participation.

‘Disposition: Permanent. Retire to the WNRC when 2 years
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ol d.

2. Policies and procedures %overning Armed Forces
participation In public events. hese_grescr|be t he
circumstances under Which it is permssible to provide bands,
marching units, displays, color guards, ships or aircraft lifts,
and simlar activities.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete as aPpropr|ate for policy docunents
mal ntai ned 1 n accordance with files series 103-01.

[.02-02 Progranms Division _

1. Docunents on planning and carrying out Joint Gvilian
Orientation Conferences and ot her 0sD-sponsored conferences.

Disposition: Permanent. Retire to the WNRC when 5 years

old .

2. Correspondence on arrangenents for briefings,
conferences, tours, etc; for civilian groups.

Disposition: Destroy after 3 years. (Fornerly 702-02.4)

3. Correspondence on arrangenent for displays, color
guards, bands, and troop support for public events.

Disposition: Destroy 1 year after cutoff. However,
documents in the cutoff file that require additional action or

relate to reopened cases should be brought forward for filing in
the current file.

' 702-03 Public Activities Division (NC1-330-~81-1)

1. Docunents on arrangenents for speakers to participate in
public events and on arrangenents for presentation.

Di sposition: Destroy on cutoff.

2. Docunents on arrangenents for aerial denpnstration team
perfornmances, flyovers, and static aircraft displays at airshows
and ot her public events.

ear after cutoff. However,
hat require additional action or
d be brought forward for filing in

Disposition: Destroy
docunents in the cutoff fil
relate to reopened cases sh

the current file.

1y
et
oul
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| 3. Correspondence and docunments on mlitary participation
In Arnmed Forces Day observances.

Di sposition: Destroy after 3 years.
702-04 National Organization Division (NC1-330-81-1)

1. Correspondence with national organization (business,
| abor, quasi-mlitary, veterans, etc.)

2. Correspondence and docunments on mlitary
participation in Veterans Day observances.

3. Correspondence on Standards of Conduct conpliance by
associ ations that include Defense actors. Conpliance on
procedures for issuing invitations and for segplng arrangenments
at banquets and simlar events.

Disposition: Destroy after 3 years.
703 Defense | nformation
703-01 Media Travel

1. Policy on authority for nenbers of the press to
travel on DoD-furnished transportation to mlitary
establ i shments wor | dw de.

Disposition: Permanent. Retire to the wNRc when obsol ete
or superseded. Transfer to the National Archives after 5 years.

2. | ndi vi dual accreditation and cl earances for nedi a.

Disposition: Destroy individual accreditation and
cl earances 10 years after death of individual press nenber.

. 703-02 Research and Distribution. Research support to
provi de background and current data on issues of interest.

Di sposition: Destroy when 3 years ol d.
703-03 News Division
. 'L Coordination, inplementation and reviews of news _
medi a aspects of the Public Information programto ensure maxi mum
public understanding of policies, objectives, and functions.

Disvosition: Permanent. Retire to the WNRC when
super seded.

¥ 2. Devel opnent and inplenmentation of news service
policy.
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Disposition: Pernmanent. Retire to the WNRC when
super seded.

3. Release of official unclassified news relative to DoD
activities.

Disposition: News releases are pernmanent. Retire to the
WNRC when 5 years ol d.

4. Managenent procedures of Armed Forces News, Defense
VWonends News, and Defense News.

~ Disposition: Record copy of each periodical iS permanent.
Retire to the WNRC when 5 years old. -

703-04 Audiovi sual Division (NC1-330-81~1)
1. Public affairs audiovisual policy.

Disposition: Permanent. Retire to the WNRC when obsol ete
or superseded. Transfer to the National Archives 20 years |ater.

2. Documentation on the DoD participation in National
Press Phot ographers Association education and training events and
conpetition.

Disposition: Permanent. Retire to the wNRc when 5 years
old. Transfer to the National Archives when 10 years ol d.

3. Indexes of still and notion pictures cleared for public
rel ease.

Disposition: Pernanent. Retire to the wNRc when 5 years
old . Transfer to the National Archives when 10 years ol d.

4. Docunentation on QASD(PA)-initiated in-service film
producti on.

Disposition: Permanent. Retire to the WNRC and transfer to
the National Archives when 20 years ol d.

5. Docunentation on DoD cooperation with civilian
producers in the production of TV, theatrical, and industri al
nmotion picture films.

Disposition: Permanent. Retire to the wNrRc when 5 years
old. , Transfer to the National Archives when 20 years old.

6. Ready-access still and notion picture duplicate
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phot ography for media handout.
Disposition: Destroy when obsolete or no |onger needed.
7. Files on DoD s participation in filmfestivals.
Disposition: Destroy when obsolete or no | onger needed.

704 Freedom of Informati on and Security Revi ew, (NC1-330-79-8)

7/04-01 Reviews of information fromthe Departnent of Defense
or outside sources intended for dissemnation through any nedia
of public information to ensure that it is not inimcal to
national defense or in conflict wth established policies or
prograns. Records relate to anrovaI and/ or di sapproval of
material .prepared for public release by individuals other than
those authorized to nake public releases; includes nmateri al
establ”shing policies, standards, and criteria for clearance of
materi al .

Disposition: Retire records copies to the WNRC 2 years
after annual cutoff. Destroy when 15 years old. Destroy _
duplicate copies when file is cut off unless part of a case file.

704-02 Freedom of Information Act

1. Freedom of Information Act (roia) Initial Requests
Files. Files consisting of the original request, a copy of the
reply letter sent to the requester, and docunents that support
the determnation, excluding the records subject to the request.

Disposition: Destroy 2 years after date of reply, "if all -
records subject to the request were released; destroy 6 years
after date of reply if records subject to the request were denied
In fwll, or In part, and if no records subject to the request
wer e located™ (GRS 14, Item 11) (reference (p)).

2. FO A Appeals Files. Files consisting of the appellant’s
letter of appeal, a copy of the reply letter sent to the
requester, and docunments that support the determ nation,
excluding the records subject to the request.

D sposition: Destroy 6 years after date of DoD final reply
(GRS 14, Item 12) (reference (p)).

3. Copies of Requested Records.

.Pﬁsnosition: Destroy rel eased and/or denied records with
case file.

4. FOA Control Records. Reports such as registers
mai ntai ned by the Directorate of Freedom of Information and
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Security Review to track FOIA requests.

Disposition; Destroy 6 years after date of last entry (GRS
14, Item 13) (reference (p)).

5. FO A Reports. Recurring reports and one-tine
Inf ormat i1on requirenents on agency inplenentation of the FOA
EXCLUDI NG annual reports to the Congress at the departnental
level. The annual reports to the Congress should be schedul ed
for transfer to NARA by submtting SF 115 t0 NARA.

Disposition: Destroy when 2 years old or sooner if no
longer . needed for admnistrative use (GRS 14, |tem 14) (reference

(P

6. FOA Litigation. Records, Including correspondence and
copies of records responsive to a FO A request, that pertain to a
lawsuit filed by the FO A requester.

Disposition: Notw thstanding any other provision in this
Instruction, records nust be retained pending a final decision by
thedﬁgurts, that includes all appeals. Destroy when no |onger
needed.

7. FOA Admnistrative Files. Records relating to the
general agency inplenentation of the FoIa, including notices,
menor anda, routine correspondence, and related records.

Disposition: Destroy when 2 years old or sooner, if no
| onger needed for admnistrative use (GRS 14, Item 15) (reference

(P )

704-03 The Privacy Act. These are files created in response
to requests fromindividuals to gain access to their records or
to any information in the records pertaining to them as provided
for under 5 u.s.c. 552a(d)(1) (reference (xl}. Files contain the
original request, copy of reply thereto, and all related
supporting docunments, which may include the official file copy of
records requested or copy thereof.

1. Correspondence and supporting docunments (EXCLUDI NG the
official file copy of the records requested if filed here).

Disposition: a. Ganting access to all the requested
records, destroy 2 years after the date of reply. b. Responding
to requests for nonexistent records; to requesters who provide
| nadequat e descriptions; and to those who fail to pay agency
reproduction fees; destroy requests not appealed 2 years after
date of reply; destroy appealed requests In accordance with the
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approved disposition instructions for related subject
Individual’s record or 3 years after final adjudication by the
courts , whichever is later. c. Denying access to all or part of
the records requested, destroy requests not appealed 5 years
after’ date of reply; destroy appeal ed requests in accordance Wth
t he approved disposition instructions for related subject
Individual’s record or 3 years after final adjudication by the
courts, whichever is later (GRS 14, ltem 21) zreference (p)).

2. Oficial file copy of requested records.

_ Disposition: Dispose of | AW approved agency disposition
Instructions for the related records, or with the related Privacy
Act request, whichever is later (6rs 14, Item 21) (reference

(P )

3. ‘Privacy Act Z2mendment Case Files.

Disposition: a. Requests to amend agreed to by agency,
destroy AW the approved disposition instructions for the related
Individual’s record or 4 years after agency’s agreenent to anmend,
whichever Is later. b. Requests to amend refused by agency,

di spose of | AWthe approved disposition instructions for the -
related individual's record, 4 years after final determnation by
agency, or 3 years ‘after final adjudication by courts, whichever
Is later. c. Appealed requests to amend, dispose of |AWthe
approved disposition instructions for subject individual’s record
or 3 years after final adjudication by courts, whichever is later
(GRS 14, Item 22) (reference (p)).

4. Privacy Act Accounting of Disclosure Files. Files that
provi de an accurate accounting of the date, nature, and purpose -
of each disclosure, including forms for show ng the subject
I ndi vidual 's name, requester”s nane and address, purpose and date
of disclosure, and proof of subject individual’'s consent when
appl i cabl e.

_ Disposition: Dispose of AW the approved disposition
Instructions for the rel ated individual’s records, or 5 years
after the disclosure for which the accountability was made,
whi chever is later (GRs 14, I[tem 23) (reference (p)).

5. Privacy Act Control Files. Files maintained for control
purposes in responding to requests, including registers and
simlar records listing date, nature of request, and nane and
address of requester.

Disposition: a. Destroy registers or listings 5 years
after. date of last entry. b.  Destroy other files 5 years after
final action by the agency or final adjudication by courts,
whi chever is later (GrRs 14, Item 24) (reference (p)).
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| 6. Privacy Act Reports Files. Recurring reports and one-
tine information requirenents relating to aggncy | npl ement at i on,
|ncIFF|Pg ﬁiennial reports to OMB, and the Report on New Systens
at a evels.

Disposition: Destroy when 2 years old (GRS 14, Item 25)
(reference (p) ) .

7. Privacy Act General Admnistrative Files. Records
relating to the general agency inplenentation of the Privacy Act,
|nclﬂg|ng notices, nenoranda, routine correspondence, and related
records.

Disposition: Destroy when 2° years old or sooner, if no
| onger needed for admnistrative use (GRS 14, Item 26) (reference

(P )

704-04 Mandat ory Decl assification Review

1. Mandatory Declassification Review Files. Files created
I n response to requests fromindividuals and/or records
depositories for the mandatory review of classified docunents for
the purposes of releasing declassified material to the public, as
provided for under Executive Oder. Files contain original
[ equests, caﬁy of reply thereto, and all related supporting
docunent s, | ch nax I nclude the off icial file copy of records
requested or copy thereof.

a. Correspondence and supporting docunents _
(ExcLuDING the official file copy of the records requested if
filed herein) .

(1) Ganting access to all the requested records.

Disposition: Destroy 2 years after date of reply (GRS 14,
Item 31) (reference (p) )

. (2) Responding to requests for nonexistent records; to
requester who provides iInadequate descriptions; and to those who
fail to pay agency reproduction fees.

(a) Request not appeal ed.

Disposition: Destroy 2 years after date of reply (GRS 14,
Item 31) (reference (p) )

(b) Request appeal ed.
Disposition: Dispose of | AW approved agency disposition
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Instructions for the related records, or with the related
mandatory revi ew request, whichever is later (GRS 14, |tem 32)
(ref erence (p) ) .

(3) Denying access to all or part of the records
request ed.

(a) Request not appeal ed.
Disposition: Destroy 5 years after date of reply.
(b) Request appeal ed.

_ Disposition: Dispose of | AW approved agency disposition
Instructions for the related records, or with the related
mandat ory review request, whichever is later (GRS 14, Item 32)
(reference (p)).

b. Of icial file copy of requested records.

_ Disposition: Dispose of in accordance with approved
di sposition instruction covering the records followng or wth
the rel ated mandatory review request, whichever is later (GRS 14,
Item 31) (reference (p) ) .

+ ©. Copy of declassified and other docunments released to
t he public.

Disposition: Destroy when no |onger of public interest.

| 2. Mandatory Declassification A?peal File. Files created
In responding to admnistrative appeals under the Executive Oder -
for release of information denied by the OSD consisting of the

appel lant’s letter, a copy of the reply thereto, and related
supporting documents, which may include the official file copy of
records under appeal or copy thereof.

~a. Correspondence and supporting docunents (EXCLUDI NG
Lhe.o{f|0|al file copy of the records under appeal if file
erein) .

Disposition: Destroy 4 years after final determnation on
appeal (GRS 14, Item 32) (reference (p) )

b. Of icial file copy of records under appeal.
_ D sDositio.n: Dispose of in accordance wth approved
| sposition instructions covering the records or wth the
el ated mandatory review request, whichever is later (GRS 14,
tem 32) (reference (p) ) .
c. Copy of declassified and other docunents rel eased
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the public under appeal.

3. Mandatory Declassification Review Control Files. Files
mai ntai ned for control purposes in responding to requests,
I ncluding registers and simlar records listing date, nature and
purpose of request, and name and address of requester.

a. Registers or listing.

Disposition: Destroy 5 years after date of last entry (GRS
14, Item 33) (reference (p)).

, b Qther files. —
Disposition: Destroy 5 years after final action by the
agency (GRs 14, |tem 33) {reference (p)).

4. Mandatory Declassification Review Reports Files.
Recurring reports and one-tinme information requirenments on agency
| npl ementation, including annual reports to the Congress or the
United States, the National Security Council, the Ot ice of
2??699”E”t and Budget, and the Information Security Oversi ght

| ce.

Disposition: Destroy when 2 years old or sooner if no
| onger needed for admnistrative use ( GRS 14, Item 34) (reference

(P

5. Mandatory Decl assification Review Admnistrative Files -
Records on the general agency inplenentation of Executive O der
12356 (reference (g) ) , iIncluding notices, nenoranda, routine
correspondence, and related records, excluding policy files which
are filed in 701-01.

Disposition: Destroy when 2 years old or sooner if no
| onger needed for admnistrative use (GRS 14, Item 35) (reference

(P)) .

6. Erroneous Release Files. Files relating to the
| nadvertent release of privileged information to unauthorized
parties, containing information the disclosure of which would
constitute an unwarranted invasion of personal privacy. Files
contain requests for information, copies of replies thereto, and
al 1 related supporting docunents, and may include the official
copy of records requested or copies theréof.

Disposition: a. Files that include the official file copy
of the rel eased records, dispose of 1AW the apgroved di sposition
schedul e for the records concerned or destroy 6 years after the
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erroneous rel ease, whichever is later. b. Files that do not
include the official file copy, destroy 6 years after erroneous
release (GRS 14, Item 36) (reference (p)).

704-05 Aut omated Fil es

1. an autonated data bank of retrievable information on
cases that iIncludes client and/or requester’s nane, data
requested or Froposed for public release, costs, if any, action
conponent and/or action officer, abstracts, release
determnations, etc., recorded in machine-readable nagnetic form
and retrieved by renote termnal.

Disposition: Destroy when no |onger required for reference
pur poses.

2. ~DoD Text Reéigw. Public utterances of the
Secretaries of the MIlitary Departnents recorded on machine-
readabl e magnetic tape and retrievable by renote termnal.

Disposition: Destroy when no |onger needed for
reference purposes. Note: The hard copies of public utterances
are retired as permanent. See 701-009. 1.

705 Anerican Forces I nfornati on Servi ce (AFIS)

705-01 AFIs Adm nistration

1. Hard copy output fromdata banks storing inf ormat ion
on the AFIS budget, DoD periodicals inventory, and inventory of
audiovisual inventions. The data banks are not used for regular
reporting cycles. Hardcopy output is generated to respond to -
specific inquiries.

Disposition: Destroy when purpose has been conpl et ed.

2. Temporary nonrecord nmaterial on assigned personnel,
office procedures, and other adm nistrative matters.

Disposition: Destroy material on personnel when individuals
are reassigned. Destroy other material 1 year after cutoff.

3. Joint Service Mtion Picture Files. Contain policy on
acqui sition, distribution, and care of the fil ns.

Disposition: Pernmanent. Retire to the wNrRc when obsol ete
or superseded.

705-02 Arned Forces Radio and Tel evi sion Servi ces (AFRTS)
(NC1-330-81-1)

1. Policies and procedures, describing program
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aut hori zing frequency, signal strength, manning, |ocation, etc.

D sposition: Per manent . Retire to the WNRC when
super seded.

2. Liaison wth unions and industry on the use of
nmusi ¢ agreenents, etc.

Disposition: See Section 701-04.

3. Coordination with State Departnent and United States
| nformati on Agency on arrangenents in foreign countries.

Disnbsition: See Section 701-04.

4. Docunents arranging for |ease or purchase of film from
., Industry and the creation of filmfor this purpose.

Disposition: Record copy Is with procurenent office.
Destroy nonrecord copy when | ease or purchase is conpl eted.

‘5. Program materials for use by AFRTS outlets.

Disposition: Not later than July 1st of each year, AFRTS
Broadcast Center wll deliver to the NARA one 3/4-inch video
cassette containing approximately fifteen television
announcenents and one |/4-inch audio tape, reel-to-reel,
contal ning about fifteen radi o announcenents, each t¥p|cal of
t hose added to the inventory during the previous cal endar year. -
Remai ning program materials will be destroyed when obsolete or no
| onger needed.

705-03 Anerican Forces Print and Publications Service
(AFPP8) (NC1-330-81-1)

1. Information guidance. Docunents describing policy and
provi di ng guidance on use of internal information materials.

Disposition: Permanent. Retire to the WNRC when superseded
or obsolete, as prescribed for policy-type docunents maintained
I n accordance wth series 103-01.

2. | nfornmation rel eases to internal nedia.

Disposition: Permanent. Retire to the wNRc when superseded
or obsol ete.

3. Daily press service teletype News.
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Disposition: Destroy after 3 nonths (GRS 14, Item 3)
(reference (p) ) .

4. Planning, preparation, coordination and issuance of
publications as an official DoD position.

y Disposition: Permanent. - Retire to the WNRC when 5 years
old .

‘7 05-04 Current News Analysis and Research Service (CNARS )
Publications Files (N1-330-92-3) . These files consist of copies
of the Current News, Sulf__)p_l emental Cdips, Special Editions, Radio-
TV Defense D alog, and Friday Review of Defense Literature.

Disposition: Permanent. Cut off when 1 year old. Ret ire
to thewﬁ?RC after 5 years; transfer to National Archives when 25
years ol d.

705-05 cNars Special Studies (241-330-92-3) .  Special studies
prepared at the request of the Secretary of Defense, Service
secretaries, service chiefs and other officials, enbracing such
topics as country studies for overseas tr|Fs anal yses of
editorials from sel ected newspapers, articles by selected
col umi sts; statenents by Defense officials; articles on Defense-
related matters, and so on.

Disposition: Permanent. Transfer to the National Archives
when no | onger needed for reference or research purposes.

706 Audi ovisual and Visual Information Managenment Poliev (NC -
330- 79- 6)

706-01 Inplementation Files. Records relating to the
Initiation, developnent, and inplenentation of policies, _
gui del i nes, and standards for audiovisual and visual information
managenent

Disposition: Permanent. Transfer to the wWNRC when 5 years
old. Transfer to the National Archives when 15 years ol d.

706-02 Products and Procedures Acquisition Files. Docunents
relating to requirenments, approval, acquisition, utilization, and
di sposition of audiovisual and visual information products and
producti ons

Disposition: Retire to the wNRC when 5 years old. Destroy
when 10 years old. For docunents relatin%_to products and
productions that are significant to the history of either this
office or DoD, offer to the National Archives when 15 years old.

706-03 av Managenent Oversight Files. Records relating to
managenent oversi ght of DoD audiovisual and visual information
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activities

Disposition: Retire to the WNRC when 5 years old. Destroy
when 10 years ol d.

7/06-04 av Resources Files. Records relatin? to audi ovi sual
and visual information resources:. equipnment and facility reports;
standards; authorization, consolidation, and elimnnation
docunents

Disposition: Retire to the wNrc when 5 years old. Destroy
when 10 years ol d.

706-05 Federal aAfidiovisual Management Contracting Office
(FAacMO) Dat abase. (Pending approval.) Database file containing
nane, address, and descriptive information about producers on or
applying for Ilstln%)on the Qualified Film Producers List (QFPL)
or Qualified Video Producers List (qQveL).

a. Machi ne-readabl e Dat abase Records.

Disposition: Muintain until this office no |onger has the
mandated requirement to maintain the QFPL and QVPL |ists.

b. Paper input docunents.
Disposition: Destroy upon conpletion of input.

706-06 Defense Automated Visual Infornmation System (DAVIYS)
Dat abases.  (Pending approval.) The D201 database contains
descriptive information about individual productions that are
produced, acquired, or proposed by the Departnment of Defense or

Its Conponent Services and Agencies. The D202/D203 dat abases
contain descriptive data about audiovisual production and ot her

facilities. The D207 database contains a thesaurus that is used
| N data | nput I nto D201.

a. Machi ne-readabl e Dat abase Records

Disposition: Maintain until this office no |onger has the
mandated requirement to maintain the DAVIS. At that tinme, offer
the R81 (Records Transferred to Nara) and R91 (Records Destroyed
or O herw se Disposed of) files to NARA. Data in other files my
be destroyed when no |onger needed since any data of value wll
paye been incorporated by NARA into their p260 or a successor

Il e.

b. Paper input documents (such as the conpleted pp Form
2054s and pp Form 1995s) not incorporated jnto other files.
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Dispogition: Destroy upon input or when no |onger needed.

706-07 Caption Data Records. pp Form 2537 "visual
| nformation Caption Sheet” and other caption data records
received fromthe field (in either paper or electronic form, or
created by the DoD Joint Conbat Canmera Center (JCCC) to describe
edi t ed coMcaM extracts or conpilation videos created within the
DoD JCCC (See Section 701-10, Item 5a).

Disposition: Follow the disposition instructions applicable
to the inagery to which the caption data relates. For |nmmgery.
accessioned into the DoD Still Media Records Center or DoD Mdftion

Medi a Records Center, dispose of caption sheets after input of
caption data into the |mgeBank or diaBank 1s validated. For

| magery returned to the Services or originators, return the
caption data along with the related inagery.

7/06-08 DoD Joi nt Conmbat Canera Center (Jcce) Dat abase.

(Pending approval. ) Database file containing descriptive
material and caption data about Conbat Canera inmagery received or
recorded by the DoD JCCC. Essentially, this database is a

machi ne-readabl e extract of the inf ormat ion described in Item

706- 08.

a. Machi ne-readabl e dat abase records.

_ Disposition: Mai ntain individual records about specific
| magery for as long as the DoD Jccc retains copies or edited
extracts of the inmagery, then delete.

b. Printed reports and other output.
Di sposition: Destroy when no | onger needed.

706-09 Joint Conmbat Canera Conferences. gPending approval . )
Records pertaining to the Jcccs such as briefing binders,
mnutes, individual session reports, 1 ist of attendees, and

rel ated docunental ion.

a. One copy of the briefing binder, official mnutes of
the Conference (with attachnents) , and official list o

att endees.

Disposition: Pernmanent. Transfer to the WNRC when 5 years
old. Transfer to the National Archives when 15 years ol d.

b. All other material.

D sposition: Destroy when 5 years old or sooner if no
| onger needed.
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706-10 Mlitary Pictures of the Year Conpetition Files.
Correspondence and docunents relating to |ocation, award
categories, judges, and notification of w nners.

Disposition: Destroy when 5 years old or sooner if no | onger
needed.

-9’87) Public Affairs Planning and (uidance Files (N -330-
-1) .

7/07-01 Mlitary Exercise public Affairs Plans and Files.
Docunents on the coordination and approval of proposed public
af f ai:s(?U|dance and plans concerning mlitary exercises hosted
bY Uni fied/ Specified Commands. Docunents include the proposed
pl an and or gui dance, correspondence, and notes created during
thedcoord|nat|on process, and the final approved plan or
gui dance.

Disposition: a. Annual Exercises - Public affairs plans
and gui dance for exercises held annually: Cut off annually;
destroy after 1 year. b. Bi-annual Exercises - Public affairs
pl ans and gui dance for exercises held hi-annualhy: Cut off at
the end of the year in-which exercise is held; destroy after two
years. c. Irreqgularly Schedul ed Exercises - plans and gui dance
for exercises that are held on a one-tinme basis or at irregular
Internals: Cut off annually; destroy after 5 years.

707-02 Mlitary Contingency Operations Public Affairs Plans
and Guidance Files. Documents on the coordination and approval -
of public affairs plans and gui dance concerning US mlitary
contingency actions and operations. |ncluded would be docunents
relating to counter-terrorism the mlitary role in drug
Interdiction operations, and deploynments of US mlitary forces to
a foreign theater in response to a pronounced threat to US
personnel, property, or Interests, and US mlitary participation
in international disaster relief operations.

Disposition: Permanent. Cut off upon conpletion or
cancel lation of the operation; retire to the wNrc after 5 years;
transfer to the National Archives after 25 years.

- 707-03 OSD Publication Public Affairs Plans Files.
Public affairs plans devel oped by the Plans Directorate for
rel ease of OSD publications. Included in this category are the
public release of Soviet Militarv Power, and other recurring or
one-tinme publications.

Disposition: Permanent. Cut off annually; retire to the
WNRC after 5 years; transfer to the National Archives after 25
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years.

7/07-04 DoD National Media Pool Files. Cont ai ns docunents on
the operation of the DoD National Media Pool.

1. Policy Files. Files that establish policy for operation
of the media pool. Included are policies governing conposition
of the pool, quarterly rotation policies, media ground rules, and
associ ated policies.

2. Studies. Copies of academ c or managenent studies
performed by or on behalf of the DoD by individuals or
organi zations concerning the application of the nedia pool
concept, mlitary/nedia relations, and other aspects of the DoD
media pool that are singled out for in-depth study.

Disposition: Permanent. Cut off upon supersession,
obsol escence, or when no | onger needed for reference; retire to
the wNrc after two years; transfer to the National Archives after

25 years.

agﬁncies/organizatlons to be represented on quarterly nedi
pool s .

3. Quarterly Rotation Files. Docunents indicating the
a

4. Bureau Chiefs-Meting Files. Files created.in support
or as a result of quarterly meetings of the bureau chiefs.
Incl uded are requests for admnistrative and |ogistical support,
a copy of the principal’s neeting book, and related docunents.

5. Deploynment Files. Docunents created during a depl oynent
of the media pool. |Included are docunents conpleted by nenbers -
of the media who deploy as part of the pool, travel orders,
passenger nmanifests, documents created during the pre-deployment
alert notification and coordination of the pool deployment, and
ot her rel ated docunents.

Disposition: Permanent. Cut off gnnuallv: retire to the
WNRC after 5 years; transfer to the National Archives after 25

years.

707-05 Exercise Participation Public Affairs Files.
Docunments created as a result of the public affairs portion of
exercises in which OASD (PA) participates in a "player" role.
Included are exercise scenarios, exercise public affairs plans
and gui dance, and after action reports.

Disposition: Permanent. Cut off annually; retire to the
WNRC after 5 years; transfer to the National Archives after 25

years.

707-06 Long-Range Public Affairs Planning Files. Copies of
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| ong-range public affairs plans and objectives, coordinating
documents, and periodic review of the plans: other docunents
whi ch devel op plans, progranms , and themes of the DoD public
af f airs activities.

Disposition: Permanent. Cut off on supersession,
obsol escence, orconpletion of the plan or program retire to the
VWARC after 5 years; transfer to the National Archives after 25
years.

707-07 Wartinme Public Affairs Planning Files. Docunents on,
devel opnent of plans for providing public affairs support during
wartime. Included are studies and other docunments concerning
el ectronic inf ormat iomn gathering and transm ssion, wartine
I nformation security program correspondent accreditation., and
ot her documents on public affairs programs in a conbat
envi ronnent .

Disposition: Permanent. Cut off annually, or upon
supersession or obsol escence; retire to the wNrc after 5 years;
transfer to the National Archives after 25 years.

707-08 Public af f airs Special Project Files. Docunents on
special, one-time projects assigned to the Plans D rectorate.

Disposition: Cut off on obsol escence, supersession, or
conpletion of project. Destroy after 5 years.

708-01 sEcDEF’s & DEPSECDEF’s Media and Trip Files.
Docunents i ncluding invitations and correspondence to and from
the Secretary and Deputy Secretary of Defense concerning US and
foreign media interviews, public speeches, installation visits,
and other events related to SecDef/DepSecDef travel. |ndividual
files for each nedia, speech, or trip event include
SecDef/Deps ecDef, ASD (PA) gui dance, geographic, legislative and
mlitary programissue papers, coordination nenoranda, after-
action reports, and various working docunents supporting an
overal | approved event card or trip itinerary.

Disposition: Cut off upon change of SecDef. Retire to the
WARC when no | onger needed for reference or ten years after cut
of f, Wﬁ%§hever IS sooner. Transfer to National Archives when 25
years ol d.
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